STATE OF CALIFORNIA-—HEALTH AND WELFARE AGENCY

DEPARTMENT OF SGCIAL SERVICES

744 P Street, Sacramento, CA 953814
(916) 322-9377

August 11, 1986

ALL-COUNTY LETTER N0. 86-76

Th:  ALL COUNTY WELFARE DIRECTORS

SUBJECT: RECORDS RETENTION
This All-County Letter ig a reminder of the legal requirements for racords
retention and the identification of the exceptions which require extended

retention periods for certain records.

A, Public Assistauce Records

The Manual of Policies and Procedures (MPP) sets forth various reten—
tion periods for public assistance records. Generally, the regulations
require that all public assistance (23-353), social service (10-119.23,
and administrative claiming (25-815.38) records and their supporting
documents be retained for three years from the date the state submits
the last expenditure report to the Department of Health and Human
Services {HHS). Case record material must be reratined for three years
after the date the last state expenditure report has been made to HHS
for the period the records were last used to document eligibility. PP
Sections 23-353 through 23-356 set forth the requirements for certain
records which have reteantion periods which vary from the general rule,
Whille the regulations must be reviewed for a complete llsting, the most
common varying items are listed below. Some vecerds require retention
periods of more than three years. These include:

1. Records and thelr supporting documents must be Tetained when there
is an open federal or state audit. This includes those unresslved
federal audits listed on Attachment I and the State Controlier’g
Office audits on Attachment 1I. Counties are to ioform contrac—
tors providing social services to retain all necessary records for
audits which have not been resolved/closed.

2. Records involved in pending criminmal or eivil litigation or court
orders may require extended retention periods. Tn addition to
cases to which the county is involved, Attachment III is a listim
of court cases involving the State Denartment of Social Services
(DS88) which necessitate extended retention of cartain records.
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3. County welfare warrants must he retained for five vears. Warrant
registers must be retained for 15 vears.

4, The county shall retain Form ABCD 278L or i4s equivalent for a
perind of ten years following closure in all cases whare
notification to do so by the child sumport agency has been
recelved.

Other records may be counsidered as nonessential and nead not be
retained in the case vecords. Listed below are examples of those
documents which may be purged from the case records:

1. Documents or evidance (original or photocoplies) provided by the
recipient, such as birth certificates and divorce papers, may be
purged (Mamial of Policies and Procedures Sectlon 456-001.112)
provided that there is a written record of the type of evidence
and its pertinent cootent. This notation would normally be made
in the case narvative. Documents received should then be raturned
to the applicant/recipient.

3

- Documents which were never used to document eligibility may bhe
destroved provided thay have no potential of being used to take
action on a case. For example, a note from an applicant canceling
s meetbing may be needed as evidence, should vou determine a deuial
is appropriate based om noncooperation. However, once the meeting
has taken place the note would be of no value and may he
destroved.

3. Records which were usad to document eligibility may be destroved
provided three years have passed since the last state expenditurs
report for that period has been submitted to the BIS. These
records must be retalned longer when there are unresolved audits
ar court cases.

Food Stamp Records

There are two separate retention requirements for Food Stamp (FS)
Program records. ¥First, all issuance and program records are to be
retained for a period of three years from the month of origin. Second,
all fiscal and accountable documents are to be retalned for three vears
from the date of fiscal or administrative closure. This means that
tecords such as, but not limited to Authorization to Participate (ATP),
cashier”s daily reports, Notices of Change, Form FNS-250s, "Food Stamp
Accountability Report” HIR cards, aud tally sheets shall bhe retalned
for three years. However, any documents or records which are involved
in any billing or claim shall be retained for three vears from the date
of fiscal or administrative closure. Tor example, FNS-250 Reports
wnich 4o not result in a billing against the state agency shall he
retained three years from the month of origin. But, FNS$-250 Reporis
which result in a hilling must be retalned for three vears from the
date that obligations for or agaimst the federal govermment have heen




liquidated. Also, any records or Adocuments which are involved in a
figcal audit or investigation must be retalned for threa years from the
date the audit or investigation is closed. To illustmte this point
further, if an FN5-250 Report which originated prior to April 1981 had
fiscal liabilities which were not settled antil July 1983, that FN3-25)
Beport cannot be destroyed until August 1986. But, on the other hand,
if the same FNS-250 Report had no fiscal involvement, it could he
destroyed as of Mav 1984,

Some records require retention periods of move than three vears. These
include:

1. If the F5 records are a part of an assistance case record, they
must be retained in accordance with MPP Chapter 23-350. (See
Part A of this letter.)

2. Records and thelr supporting documents for which there is an open
federal or state audit must be retained. This includes those
unresolved audits listed on Attachments I and II.

3. Records lavolved in pending crimiral or civil litigation or court

orders may require extended retention periods. In addition to
cases in which the county is involved, Attachment IIT is a listing
of court cases involving DSS which necessitate extended reteution
of certain reconds.

The provisions of this letter are for the fiscal purposes of DSS and do not
authorize the destruction of those records which have a longer retention
period required by other laws/regulatiomns, court cases, or unresolvad
audits,

Agaln we would appreciate any comments or questions regzatding records
rebention by submittfing them to Barbara Sskamoto, Records Management,
744 P Street, M.5. 7-179, Sacramento, CA 95814, or hy calliong

{918) 445-4239,

ROBERT T. SERTICH
Beputy Director
adminlstmtion Division

Attachments

cc:  CWDA

This letter supersedes All-County Letter 36-183,




ATTACHMENT T

FEDERAL AND OUTSIDE AUDITS

Programs Admiwuistered by
Department of Health and Human Services

Status as of: &/16/86

Page 1 of 4
State/Couuty Records
in Audit/Review Audit Agencies Excention Required to
Numbet Description Period (L) Agency  Affected Amount {(2) Be Retained
20272 WIN 10/1/78 ~ HHS Alameda $ 581,382 A
3/31/81 Contra Costa
Los Angeles
Sacramento
San Bernardine
San Frameisco
30506-0%  Uncashed 1/1/77 - HAas San Franclsco NfA B
{follow- Warrants 12/31/79 ' Santa Clara
up of
00255
63245 Zuban 7/70 - HEW Los Angeles $ 1,850,588 B
Refugee 6/74 (HH3)
Assistance
Costs
70232 BHL - 7/73 - HEW San Bernardino § 68,274 B
Eiigibility 3/76 (HHS)
80259 BHT ~ 41775 - b2 kAl Santa Barbara 1 77,911 B
Fligibility 7/31/76 (HHS)
70231 BHI - 471775 = e Ventura 5 77,051 B
{60231) Bligibility 7/31/76 (HHS)
5025009  Refugee 4/1/81 - HHS San Francisco 5 33,753,538 A/B
Resattlie— 5/30/82 Los Angeles
ment San Diego
Progran Sacramento
Orange
Alameda

Santa Clara

(1) If a single date is ligted, it will be the date of the audit report.
(2) Federal share only unless otherwise noted.

A Case records, pavment records, and audit-related materials.

B Case records, assistance claims, and audit-related materials.




FEDERAL AND OUTSIDE AUDITS

Programs Administered by

Department of Health and Human Services

Status as of:

ATTACHMENT T

/16786

Page 2 of 4

State/County “"Records
in Audit Review Audit Agencies Exception Required to
Yumber Description Period (1) Agency  Affected Amount (2) Be Betained
10262 Public 7/1/75 - HHS Los Angeles 8 2,278,142 AR
Aszistance  12/3/73 San Diego
Adm. Costs Santa Clara
(Resolution Fresno
of 5CO San Bernardinoo
Audit)
50257 Food Stamp 411/69 - HHS San Bernardino ] 414,455(3) C
Program 6/30/74
Costs
50243 inciuded in 3/1/69 - HHS San Diego 3 566,178(3) C
cost allo~ 6/30/74
cation plan
50271 disallowed 7/1/68 — HHUS San Joaquin 3 237,322(3) c
by TS 6/30/74
20144 " 7/1/67 - HHS 38 Counties(4) & 3,279,707(3) C
12/31/70
50250 " /1771 - HHS San Mateo 8 52,400(3) C
3/31/74
50266 b 1/1/67 - nHS Los Angelss 5§ 1,773,081(3%) C
6/30/74
50262 7/1/67 - HHS Lern ) 179, 484(3) 9
6/30/74
502463 " 7/1/67 - His Tulare § 137,556(3) c
6/30/74
(1) 1If a single date is listed, it will be the date of the audit report.
(2) Tederal share only unless otherwise noted.
(3) Original exception amounts shown. 1In most cases, final amounts should he
substantially smaller.
(4Y See Attachment TA.
A Case records, payment records, and audit-related materials.
B Case records, assistance claims, and audit-related materials.
C Administrative claims and audit-related materials.




ATTACHMENT T

.FEDERAL AND OUTSIDE AUDITS

Food Stamp Program

USDA/FHS
Status as of: 6/16/86
Pape 3 of 4
T State/County T Records
n Audic Review Audlt Agencies Excantion Required to
Numbe 1 Description Feriocd (1) Agancy Affectad Amount (2° Be Ratained
50264 " 1/1/71 - HHS 31 Counties{5:) 5  1,428,838(3) ¢
9/3G/71
60274 “ v/1/6e7 - HHs San Francisco 5 216,900{33 #
(50274} B/30/74
10273 Food Stamp  10/1/71 - s 34 Counties(6) $ 4,290,534 ¢
Certifica- /30772
tion Cogts
2716~ Food Stamp L1/77 - USDA/0A  Alameda $123,154.68 D
26-8T Andit 1/78 .
Certification
Trrors
2714~ Food Stamp 11/72 - USDA/0A TLos Angeles $ 93,451.00 N
260-8F Andit 3774
Cagh and
Counong
2744 Food Stamp  10/19/77  USDA/OIC Madera § 37,607.00 N
104 ITnvestigation
27 44— ¥ood Stamp 5/10/75 - USDA/GIG Sacramento 5 16,673.00 D
77-SF Investiga-  5/12/75
rion SAANC {2 davs)}
27642 Tood Stamp  2/81 - USDA/0A  San Bernardino 8 £12.,00 [
1-1y Audit 1/82

issuance
and Redemption

(1) If a gingle date 15 listed, it will be the date of the audit report.

(2) TFederal share only unless otherwize noted.

{3) Orvigioal ewception amounts shown. JIn most cases, final amounts should be
substantially smaller.

5 Ses Attachment IB.

6 See Artachment IC.

C Administrative claims and audit-related materials.

D Retain Food Stamp Reports, FN3-250.

B Retaln Food Stamp fiscal records.




FEDERAL AND OUTSIDE AUDITS

Food Stamp Program

ATTACHMENT 1

USDA/TNS
Status as of: 6/16/84
Page & of 4
State/County Records
i) Audit Review Audit Azencies Exception Required to
Hunber Degscription Period (1) Agency Affected Amount (2) Be Retained
2714~ Food Stamp 7/70 - USDA/OTSG  San Francisce & 3,761.00 D
53-8F Audit 4771
Issuance Losses
2714~ Food Stamp 4175 - USDA/DA San Francisco 5806,800.00 B
358-8¥% Audit 6/75
Eligibility
2716— Food Stamp 9/756 - USDA/OA  San Francisco  $587,000.00 F
11-8F Audit 5/77
. Overpayments
2744 - Food Stamp  1/23/76 USDA/OA  San Francisco § 5,344.00 g
H1-8¥ Tavestigation
2747~ Tood Stamp  8/30/76 USDA/DIG San Francisco 5 1,264.50 D
3-S¥F Tavestigation
2749~ Food Stamp  12/24/74  USDA/OIG San Francisco § 1,923.00 D
10-8F Tnvestigation
2799~ Food Stamp 7/71 - USDA/OIG San Francisco § 7,626.00 D
13-5F Audit of 8/78
Tssuance
Operations
of CAYERD
2714— Food Stamp  8/17/81 USDA/OIG  Santa Clara $ 52,768.00 D
5%-5F Unreconciled
Records
27hL~ Food Stamp 7/22/76 USDA/DA  Santa Clara & 999,95 B
98-5F Investigation
27hbm Food Stamp 6/23/77 USDA/OIG Santa Clara $ 1,394.00 D
103-8F Investigation
2744- Feod Stamp  1/9/75 USDA/0A  Tulare $ 10,332.70 7
H2-5F Tnvestigation
(1} 1If a single date is listed, it will be the date of the audit report.
(2y Federal share only unless otherwise noted,
D Retain Food Stamp Reports, FNS-250.
" Retain Food Stamp fiscal records.
F

All records identified by the audit.




AUDTT REPORT #20144 (7/1/67 — 12/31/70)

Orliginmal exmception amounts shown.

In most

cases, final amounts will be substauntially smaller.

Alameda
Amador

Butte
Calaveras
Contra Costa
El Borado
Fresno

Glenn
Humboldg

Kern

Rings

Take

Los Angeles
Maders

Marin

Merced
Monterey

Mapa

Orange

Plumas
Riverside
Sacramento
San Renito
San Bernavdine
San Fruncisco
San Joaguin
San Luis Obispo
San Mateo
Santa Barbara
Santa Clava
Santa Cruz
Sonoma
Stanislans
Tenans

Tulare
Tuolumne
YVentura

Yolo

TOTAL

Cuestioned

Yederal Fund

N

1

15

$ 272,721
774
33,294
1,059
157,837
16,189
139,105
1,368
925

164 AR
22,131
7,846
995,435
28,212
17,941
23,693
42,278
8,192
89,040
2,784
13,929
180,955
3,182
138,978
105,824
106,506
13,630
38,867
38,450
291,439
49 413
43,889
86,769
5,529
48,941
8,044
66,209
13,159

$§3,27%,707




ATTACHMENT IR

AUDIT REPORT #50264 (1/1/71 - 9/30/71)

Original exception amounts shown,

In most

cases, final amounts will be substantially smaller,

County

Alameda
Amador
Butte
Calaveras
Contra Costa
El Dorade
Fresno
Glenn

Humbo 1d¢
Kings

Lake

Madera
Marin
Merced
Monterey
Hana

Orange
Placer
Plumas
Sacramento
San Benito
San Luis Obispo
Santa Barbara
Santa Clara
Santa Cruz
Siskiyou
Sonoma
Stanislaus
Tehama
Tuolumne
Ventura

TOTAL

Federal Funds
Questioned

$ 244,351
951
14,950
1,814
75,271
3,406
138,238
1,622
776
31,437
8,216
17,264
29,855
45,688
37,248
6,538
123,182
777
2,515
174,891
4,975
14,202
35,001
245,885
26,774
824

71
58,320
2,269
4,410

77,17

$1,428,838




ATTACHMENT IC

AUDIT REPORT #10273 (106/1/71 - 6/30/72)

County
Alameda
Calaveras
Contra Costa
Del Norte
Fresno
Humboldt
Imperial
Lassen

Los Aungeles
Madera

Marin

Modoc

Mono

Mont erey
Nevada
Orange
Placer
Riverside
Sacramento
3an Benito
San Francisco
San Luis Obispo
San Mateo
Santa Barbara
Santa Clara
Shasta
Sigkiyou
Solano
Sonoma
Staniglaus
Tehana
Trioity

Yolo

Tuba

TOTAL

Federal Funds
Questioned

§ 224,577
265
105,124
3,853
81,951
23,999
14,328
2,163
2,762,983
8,308
29,446
394

139
35,784
6,574
100,153
25,544
91,787
186,752
4,660
175,369
30,511
37,359
61,277
160,163
14,988
6,410
22,449
24,361
21,806
2,228
1,258
15,123

7,438

$4,290,534




The counties on the following lists have unresolved $SCO audits.

STATE CONTROLLER”S OFFICE (8CD) AUDITS

Unresolved Audits

ATTACHMENT 1I

All records

pertaining to these audit pericds should be retained by the counties until
finmal resolutlion has been made pertinent to all protested/appealed andit
exceptions. The audits are listed in alphabetic order by county. For those
counties having more than one unresolved audit, there will be an entry for

each audit.

County

Modoe

Napa

Nevada

San Benlto

San Luis Obispo

Trinity

Sounty
Alameda
Alameda¥®
Amador
Contra Costa
Contra Costa

Fresno

Audits Completed®

Audit Date of

Period Audit Report
7/80 - 6/84 L4l4[/86
7/82 -~ 6/85 3/28/86
7/80 ~ 6/84 4/25/86
7/80 - 6/84 414786
7/80 ~ 6/84 3/21/86
7/80 - 6/85 4725786

Protested Audits

Audit Date of

Period Audit Report
7/78 - 6/81 8/26/83
7/81 - 6/84 1/31/86
7/80 - 65/84 12/26/85
7/79 - 6/80 1/22/82
7/80 - 6/83 10/9/84
7/80 ~ 6/82 9/30/83

Amount
of Report

8 66,474

Amount
of Report

$ 6,344,452
2,987,847
41,931
665,098
2,324,721

382,821

*The fimal audit report has been issued; but at the time this list was
prepared, the protest period was gtill in process.

*%New from ACL 86~18.




Lounty
Imperial
TLos Angeles

L.og Angeles
Administrative

Tos Angeles
Adoptions

Los Angeles
Adoptions

Madera
Marin
Mariposa
Mendoci no
Mendocing
HMonterey
Orange
Orange
Placer
Riverside
Riverside
Riverside
Sacramento
Sacramento

San Bernardino

STATE CONTROLLER”S OFFICE (SC0) AUDITS

Protested Audits

Audit
Period
7/80 - 6/84
7/80 - 6/82
7/77 - 6/80
7/76 - 6/79
7/79 - 6/82
1/78 - 6/80
7/78 — 6/82
7/80 - A/84
4/77 - 6/79
7/79 - 6/82
7/80 - 6/83
7/79 - 6/81
7/81L - £/83
7/79 ~ 6/82
7177 - 6/79
7/79 - 6/80
7/80 - 6/82
7/79 - 6/81
7/81 - 6/83
7/80 - 5/83

*lew from ACL 86-18,

Date of

Audit Report

10/4/85
12/7/84

6/25/82

4/10/81

8/26/83

7/17/81
1/6/84
12/13/85
11/20/81
8/17/84
3/22/85
2/18/83
9/19/85
3/2/84
8/29/80
11/24/81
7/11/84%
6/10/83
3/8/85

11/21/84

$

ATTACHMENT IT

Amount
of Report

225,046
19,773,982

21,017,042

154,519

719,612

25,439
1,398,524
103,912
486,272
191,014
2,126,750
1,555,045
607,274
123,213
151,830
109,341
230,604
275,785
1,055,914

505,374




County

San Bernardino
San Diego*#
San Diego

San Diego

San Francisco
San Francisco
San Mateo
Santa Clara
Santa Clara
Santa Cruz
Sutter

Tulare
Ventura

Yolo

Yola

Yuba

Alameda
Contra Costa
Humbaldt

Los Angeles

STATE CONTROLLER'S OFFICE (SCO) AUDBITS

%%lew from ACL 86-18.

Protested Audits

Date of

Audit Report

5/28/82
5/1/78
G/13/81
9/5/84
1/30/81
2/25/83
2/1/85
7/23/82
12/20/85
11/7/84
3/23/84
1/7/83
10/22/82
3/21/80
5/17/85

5/21/85

Appealed Audlts

Audit
1/79 - 6/80
T/T5 - 6777
7/78 - 6/80
7/80 - 6/82
177 - 6/79
T/T9 ~ 6/81
7/80 - 6/83
U/79 - 6/81
7/81 - 6/83
7/80 - 6/83
7/78 - 6/82
10/78 -~ 6731
T7/79 - 6/81
1/77 = 6/79
7/7% - 6/84
7/80 - 6/8U
7/7T7 ~ B/7T8
T/TT - 6/79
B/ - 9/78
T/T76 -~ 5/77

10/5/83
3/25/82
8/16/83

G/24/82

ATTACHMENT II

Amount
of Report

£ 354,720
427,357
1,032,224
1,176,817
9,745,723
5,556,263
673,867
2,634,213
Gu7,12%
68,358
19,159
248,002
2,112,795
177,122
293,557

21,845

% 3,015,877
1,929,101
102,593

5,453,426




County

Log Angeles BHI
Los Angeles BHI
Mearced

3an Benito**
Zan Mateo
Shasta

Solano
Tuolumne®*

Tuolumne*®

ATTACHMERT 11

STATE CONTROLLER”S OFFICE (SCOD) AUDITS

Appealed Audits

Audit Date of Amonnt

Period Audit Report of Report
7/69 - 6/76 1/20/84 § 135,873
7/69 - 6/75 9/8/83 293,349
4/78 - 6/81 8/19/83 188,468
7/78 ~ 6/80 4/2/86 7,727
7/76 - 6/78 16/9/80 293,237
10/77 - 6/80 7/15/85 318,863
10/78 - 6/82 6/26/85 1,750,653
1/74 - 12/75 10/1%/76 2,555
1/76 - 6/78 4/29/86 57,307

**Now from ACL BH-~18.




ATTACHMENT 11

STATE CONTROLLER™S OFFICE (5C0) AUDITS

In Application

These gudits are finalized; actions are now belng taken to adjust claims so
that there will be 2 proper state, county, and federal share of costs claimed
and to collect or pay any amounts due as a result of the audit.

Audit
Alpine 7/80 -~ &/84
Colusa 7/78 ~ 6/83
Coutra Costa 7/76 - 6/77
%1 Dotrado 10/75 - 6/79
El Dorado 7/79 - /82
Glenn 7/75 - 3/78
Glenn 1/78 - 6/81
Humboldt 7/78 - 6/81
Kern 7/79 - 6/82
¥ings 7/7% - 6/82
Lake 7/75 - &/81
Lassen 1/77 - 6/82
Madera 1/78 - 6/80
Montereay 4178 - &/80
Nevada 10/76 = 6/80
Napa 1/78 - 6/82
Plumas 1/77 =~ 6/81
San Joaquin 16/78 - 6/81
San Joaquin 7/81 - 4/83




STATE CONTROLLER”S OFFICE (5C0) AUNTTS

in Application

County
Santa Barbara
Sonoma
Sutter
.Tehama
Trinity

Tuolumne

Audit
7/80 - 6/83
7/79 - 5/82
10/75 - 9/78
7/77 - 6/81
4176 - 6/80

7/78 - 6/82

ATTACHMENT 11




ATTACHMENT T1I

STATE CONTROLLER'S OFFICE (SC0) AUDITS

Record

Audit Destruetion
County Period . Dabe¥t¥
Butte B/79 - 6/82 5/6/89
Del Norte 7/79 - 6/31 4729789
Fresno 7/78 - 5/80 5/5/89
Placer 7775 - 6/79 4/3/89
San Mateo 7/78 - £/80 5/29/89
Santa Cruz 160/77 - 6/80 5/19/89
Siskiyou T/79 - 6/82 5/1%/89
Sonoma 1778 - 6/79 5/20/89
Stanislaus b/78 - 6/80 5/21/89
Stanislaus 7/80 - 6/83 5/7/8%
Tulare 10/76 = §/78 4/23/89
Yuba 1777 - 6/80 5/27/89

¥*¥#These records may be flagged for destruction on the date shoun.




benefits of all CWD staff per forming EDP developmental project activities to
the EDP cost pool and to develop a claiming mechanism for the separate identi-
fication of SAWS related expenditures.

Effective with the July - September 1986 quarter, the general requirement

that CWD non-EDP staff performing EDP developmental project activities must

be assigned to perform EDP activities for four or more consecutive weeks;

i.e,, must be a part of the person's normal job function/description for four

or more weeks, is rescinded. Data processing developmental activities per formed
by CWD non-EDP staff are to be recorded on the EDP time studies, regardless

of the duration of time spent on a developmental project.,

Part II: Separation of EDP Activities

The DFA 48 (7/86), Electronic Data Processing Time Study, revision includes

the employment services function for the identification of EDP activity
associated with an employment services program, most notably, the GAIN Program.
tn addition, because of the federal and state reporting reguirements for a
statewide automated system, the revised DFA 48 (7/86) will now capture only
the time associated with staff engaged in EDP activities other than SAWS.

This time study will now be designated as the All Other EDP Time Study.

in anticipation of the development of subseguent SAWS modules and the need to
develop a mechanism for the separate identification of current SAWS activities
the DFA 48A (7/86), SAWS-Electronic Dats Processing Time Study has been
developed.

RBoth time studies are to be used on a monthly, i.e., continuous basis, effective
September 1, 1986. Time spent on maintenance and operations activities, feasi-
bility studies, and activities associated with the development or implementation
of a data brocessing system is to be charged on the appropriate EDP time study;
i.e., DFA 48 or DFA 4B8A.

Copies of the All Other-Electronic Data Processing Time Study, (DFA 48), and

the Statewide Automated Welfare System—Electronic Data Processing Time Study,
(DFA 48R), are attached. We anticipate that the printed forms wili be available
for distribution prior to August 1, 1986. If for some reason, counties are

not in receipt of the forms by July 28, 1986, counties utilizing CWD~EDP

staff and CWD non-EDP staff to perform EDP activities are asked to duplicate

a supply for the month of September 1986,

part ITI: Who Should Complete the DFA 48 (7/86) and DFA 4BA (7/86)

The following staff must complete the EDP timestudies:

a. Key/data entry operators, programmers, computer operators, data processing
technicians and their first-line supervisors, and EDP coordinators/liaisons
who are detailed to data processing activities on an ongoing basis with the
primary function for per forming specific EDP activities. "Primary Function”
is defined as performing EDP activities more than 50 percent of an individual
CWDh employee's time.




b. Social Services, Eligibility/Nonservices, Welfare Fraud, and Employment
Services casework staff and their first-line supervisors, administrative
staff, including EDP coordinators/liaisons, who are assigned to perform
EDP developmental project activities.

c. Second-line supervisors and above and clerical staff who are dedicated
solely to EDP are to record only their nonallocable time. Their allocable
time is to be prorated based on those EDP staff required to time study.

d. CWD non-EDP clerical staff who perform other non-EDP duties and are
assigned to per form EDP developmental activities.

Note:

Non—-CWD staff performing EDP activities on behalf of the welfare department
are not to complete the DFA 48 or DFA 48A. However, the CWD should continue
to require those agencies/vendors to identify their activities or services
to function (DFA 48) or by SAWS module (DFA 4BA).

Part IV: How To Use the DFA 4B and DFA 4BA

A, DFA 48 (7/86) - All Other EDP

The DFA 48 is separated into four categories: Maintenance and Operations,
Developmental Projects, Non-EDP Allocable, and Nonallocable. Bffective
September 1, 1986, CWD staff performing EDP activities, for systems other
than SAWS, are to time study on the DFA as follows:

1. Maintenance and Operations (M&0) - Lines A through E

Time is to be charged to the M&0O category and identified by function
when the time is associated with an ongoing non-SAWS data processing
related activity. The functions are defined as follows:

Social Services ~ Any non-SAWS data processing Ma( activity that
bhenefits only the social services f{unction or programs.

Fligibility and Nonservices - Any non-3SAWS data processing M&O
activity that benefits only the income maintenance function or
Programs .

Fraud - Any non-5AWS data processing M&O activity that benefits only
the fraud function.

Employment Services ~ Any non-SAWS data processing M&O activities
that benefits only the employment services function.

Generic - Any non-SAWS data processing M&O activities that cannoct
be readily identified to the above functions, or benefits more than
one function.




2. Developmental Projects — Lines F through L

Time is to be charged to the All Other—-EDP developmental project
category when the project(s) is approved as multi-function, single-
function-nonallocable, or direct-to-program. A blank line is to be
used for each non-SAWS project.

a. Multi-function or single-function project time is to be identified
on the DFA 48 (7/86)} by the approved project number and a function

designator. The function designators for All Other EDP are as
follows:

* Multi-function (M)

Soclal Services (S}

Fligibility and Nonservices (E)
Fraud (F)}

Employment Services (ES)

b. Direct-to-Program project time is to be identified on the DFA 48
{7/86) by the approved project number and program.

3, Non-EDP Allocable - Line M

Include the non-All Other EDP time spent by social services, eligi-
bility/nonservices, fraud, and employment services casework staff,
casework supervisors, clerical staff and administrative statff who
are assigned to perform activities associated with an EDP develop-
mental project. The time spent on activities which are not related
to an All Other EDP project would be considered non-EDP allocable.

4, WNonallocable - Line N

Indicate on this line time spent on sick leave, vacation, dock,
jury duty, etc.

DFA 48A (7/86) - SAWS EDP

The DFA 48A (7/86) is separated into four categories: Maintenance and
Operations, Developmental Projects, Non-EDP Allocable, and Nonallocable.
Effective September 1, 1986, CWD staff performing EDP activities related
to SAWS are to time study on the DFA 4BA as follows:

1. Maintenance and Operations (M&0O) - Lines A through F

As the various SAWS systems become operational in the counties, time
igs to be charged to the M&O category and identified by the specific
SAWS module. Currently, time is to be charged only to the M&O
categories designated for the Central Data Base and Food Stamp
On-Line Issuance/Food Stamp Automated Issuance Report. Definitions




of
at

activities to be charged to the other SAWS modules will be provided
a later date. The M&0O categories are defined as follows:

Central Data Base {CDB) - Any SAWS data processing M&0O activity
that benefits only the CDB module.

Automated Eligibility Determination - Intake (AED-Intake) - Any
SAWS data processing M&0O activity that benefits only the AED-Intake
module.

Automated FEligibility Determination - Continuing (AED-Continuing)
Any SAWS data processing M&O activity that benefits only the AED-
Continuing module.

Food Stamp On-Line System/Food Stamp Automated Issuance Report -
("SOLIS/FAIR) - Any SAWS data processing MgO activity that benefits
only the FSOLIS or FAIR modules.

e. Automated Benefit Computation (ABC) - Any SAWS data processing
M&O activity that benefits only the ABC module.

f. Generic - Any SAWS data processing M&O activity that cannot be
readily identified to the above SAWS modules or benefits more than
one SAWS module.

Note:

In counties where Central Data Base non-EDP activities and costs do
not meet the EDP requirements contained in this letter but were
approved as being in direct support of the Central Data Base module
and eligible for reimbursement at the end of the fiscal year under
the provisions of the Welfare and Institutional Code, Section 10824
{SB B02), the expenditures are to be reported in the applicable cost
pools on the administrative expenditures claim.

Counties are to continue to maintain documentation; i.e., time
records to substantiate the claiming of these Central Data Base
activities/costs for audit purposes. The use of the time records
will be issued in a separate letter.

Developmental Projects - Line G through L

Time is to be charged to the SAWS-EDP developmental project category
when the project is approved ag multi-function, single-function, or
direct-to-program. A blank line is to be used for each SAWS module.

ad.

Multi-function or single-function SAWS project time is to be
identified on the DFA 48A by the approved project number and SAWS
module. The module designations are as follows:

Central Data Base (CDB)

Automated Fligibility Determination - Intake {AED-Intake)




*  Automated Bligibility Determination - Continuing (AED-
Continuing)

" Food Stamp On-Line Issuance System/Food Stamp Automated
Issuance Report (FSOLIS/FAIR)

*  automated Benefit Computation (ABC)
Note:
A function designator is to be identified when compiling SAWS-EDP

data on the DFA 325.1AA of the administrative expenditures claim.
Current SAWS modules impact only the eligibility function.

b, Direct-to-Program SAWS project time is to be identified on the
DFA 48A by the approved project number and module designator.

3, Non-EDP Allocable — Line M

Include on this line the non-EDP time spent by social services, eligi-
bility/nonservices, fraud, employment services casework staff, casework
supervisors, clerical staff and administrative staff, who are assigned
to per form EDP activities associated with the development of a BAWS
module. The time spent on activities which are not related to a SAWS
developmental project would be considered non-EDP allocable.

4., nNonallocable -~ Line N

Indicate on this line time spent on sick leave, vacation, dock, jury
duty, etc.

Part V: EDP Cost Allocation

Effective with the July - September 1988 guarter, EDP costs will be separated
into two components on the administrative expenditures claim; All Other-EDP
{(DFA 325.1A) and SAWS-EDP {DFA 325.1AR).

A1l Other - EDP: Time and costs associated with the All Other-EDP component
will be accumulated on the DFA 325.1A. Maintenance and Operations costs are
to be pooled on the DFA 327.2 (A, B, C, or D). Developmental project costs
are to be separately identified on the DFA 327.2 (A, B, C, or D).

SAWS~EDP: Time and costs associated with the SAWS-EDP component will be
accunulated on the DFA 325.1AA. Maintenance and operations cests for each
SAWS module are to be separately identified on the DFA 327.11. Developmental
project costs for each SAWS module are to be separately identified on the

DFA 327.11.

Countywide EDP Costs (A-87): Data processing costs allocated through the

countywide cost allocation plan (A~87) will be allocated between the two EDP
components (All Other and SAWS) as a Generic cost. This allocation will be
derived from the ratios developed from the active cases which benefited from




1

the EDP system for both components during the guarter. To the extent possible,
counties are to identify those cases that benefited from EDP activity during
the gquarter on both the DFA 325.1A and DFA 325.1AA, EDP Schedules.

SAWS Funding: Currently, FFP is at the 50 percent matching rate for SAWS.
The S$DSS will notify the counties when approval for enhanced FFP i1s obtained

from the Federal Government.

Feder zal Requirement of Additional SAWS Data

Based upon the meetings with the Federal Government, additional information
pertaining to California's statewide system will need to be obtained from the
counties in order to gualify for enhanced F¥P. Instructions for gathering the
pertinent data are being finalized and will be released to counties at a later
date.

Part VI: Fiscal Year 1985/86 SAWS Expenditures

Instructions for identifying fiscal year 1985/86 SAWS expenditures are in the
process of being transmitted separately to those counties that have received
SDSS approval. The instructions will address the procedures counties are to
use in isolating SAWS costs for the purpose of reimbursing those SAWS costs
that are eligible for reimbursement under the provisions of SB 802.

Questions pertaining to this letter should be directed to the Fiscal Policy
and Procedures Bureau at (916) 445-7046.

R u RTICH

Deputy Director
Administration

cc:  CWbA

Attachments
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A.

Special Instructians

IR

7.

Time studies are 1o be completed eve.y month by each employee on & continuous basis tr.uughout each day.
Hours must be rounded 1o the nearest quarter hour.

Time spent on coffee breaks. etc., except lunch, is 1o be charged to the last system activity worked on,

The total hours worked during the day. exciuding overtime, must be shown.

Pa:d nobidays shall te treated the same as weekends

The blocks for employee number, item number and pay location are optional for the “Ali Otner EDP’ category and may be used for other
information the counly determines hecessary.

Non wellare department EDF -s1afl are not required to complete the time study.

StaH Required to Time Study . . ,
This tire study is to be completed by the following depariment siaff engaged in elecronic data processing activities, inciuding feasibility studies,
deveippment or implemeniation of an EDP system:

1.

S

9.

Key/Data Eniry Operators
Prograrnmers

Computer Operators

Data Processing Technicians

First-line EDP supervisors of the above staff. For the purpose of this time study, first-line EDP supervisors shall be defined as any EDP
designated swaff worker spending 50% or more of their time performing EDP supervisorial functions.

Clerical or sdministrative firsi-line supervisors who are respensible for supervising key/data entry operators and perform other non-EDP
duties are not required to time study. .

Second-line supervisors and above and clerical staf who are dedicatet solely to EDP are to record only their nonaliocable time.
Sccial services, eligibility, welfare fraud, employment services caseworkers; casework first-line supervisors, clerical or administrative support
s1e4 snd EDP coordinators/liaisons who are assigned 1o perform deveiopmental project activities.

ETP coordinators/liaisons who coordinate EDP activities for the CWD and perform specific EDP activities; e.g.. systems design, computer
prograrmming, etc., on an ongoing basis.

General Limitations

1.

CWO-EDP employees are defined as those staff who are detailed 1o the daw precessing functions on an ongoing basis with the primary
function and respansibility of performing specific data precessing activities. “Primary function” is defined as performing EDP activities more
than 50% of an indiddual’s time. Tirne may be charged 1o either the M/0 or developmental project categories. -
CWD-non EDP empiovees are defined as those stat! who are assigned to data processing {urctions on & limited basis with the responsibility to
periorm specific data processing developmental project activities; e.g., feasibility studies, development or implementation of an EDP system.
Time shall be charged only to the developmental project category.

CWD-EDP saH must be under the supervision of a person assigned full-time to perform data processing activities with the exception of
key/data entry operators who are supervised by clericat or administrative suppont staff. The clerical or administrative Support SUPErvisors who
are responsibile for other non-EDP duties are exempt from the EDF time study requirement unless assigned to perform EDP deveiopmental
project activities. - :

CWD-EDP second-line supervisors and above who are dedicated solely to EDP must prorate their allocable time based on the time of their
staff, : _ ..

Clerical staff who are dedicated 10 work solely on EDP activities are not required to complete the time study. Their allocable tirme must be
proraled based on the time of those EDF staff required to time study. Clenca! staff who perform other non-EDP duties and are assigned to
perform EDP deveiopmental activities are required to time study.

Tirns Study Instructions - :
CWD-EDP personnel shoukd record time as foliows:

1.

MAINTENANCE AND OPERATIONS—LINES A THROUGH E.

Time should be charged to: '

Social Services when the data processing activity benefits that function.

Eligibility and Nonservices when the daia processing sctivity benefits that furction.

Weliare Fraud when the data processing actvity benefits that function,

Ermployment Sarvices when the data processing activity benefits that function.

Gereric when the data processing actwity is not identifiable 10 & function or benefits more than a single function,

" o0 oW

DEVELOPMENTAL PROJECTS—LINES F THROUGH L
Time should be charged as follows:
a. Projects spproved as multi-function or single-function--nonaliccable are to be identified by their approved project number and 8 lunction
designator. Funclion designators are as foliows:
& Multi-Function {M}
@ Social Services (S)
© fligibility end Nonservices (E)
@ Welfare Fraud {F)
@ Empigyment Services (ES)

b.  Projects approved s direci-to-program are 10 be identified by their ‘approved project number and program,

NON-EDP ALLOCABLE—LINE M

Inciude time spant by social services, eligibility, wellare traud. employment services caseworkers and their first-line supervisors, tlerical or
sdrmirustratve support staH, and EDP coordnators haisons {who meet criteria in B.B above) on those activities which are not related 10 EDP,

NONALLOCABLE—LINE N

include tane spent on sick leave vacation dock, pury duty, e
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A, Special Instructions (DFA 484)
t. Time studies nfe lo be completed every month by each employee on a continuous basis throughout each day.
Mpurs must Se rounced to the nearest guarier houe.

Time spend on coffee breaks, ate., excest lunch, is 10 be charged (o the |ast system aclivity worked on,

The total hours worked during 1he day, excluding overtime, must be shown, :
Paid holidays shali be rreated the same as weekends,

The blocks far employes numbar, item number and pay lecation must be idantified for “Statewide Automated Weifare Systems {SAWS),

N

Maintenanca/(perations and Developmental Project activity is 10 be shown by the individual madule name.
“

8, Non welfare departmant EDP s1aft are not reguired 10 compisie the time study,

8. Staf! Kequirad to Time Study

This time study is 1o be comploted by the lollowing welfare department staff engaged in elsctronic data processing activilies, including feasibility
siudies, development or implementalion pariaining 1@ the SAW5 modules: '

1. Key/Data Eniry Dperstors,

o

Programmers.
3. Computer Operators,
4, Daia Processing Technicians.. . .
5. First-line EDP supervisors of the above siafl. For the purpose of this tima study, first-line EDP supervisors shall be defined as any

ECP gesignated staff worker spending S0% or mare of their time performing EDP supervisorial functions.

6. Claricat or administrative firsi-line supervisars who are responsible for supervising the above staf and other non-EDP dulies are not requirud"h:
time study, unless performing specific tasks associated with the development of a sysiem module.

7. Seczond-line supervisors sand above and clerical s1afl wha are dedicatad solefy to EDP ara o record only their nonaliceable time,

Social services, sligibility, wellars fraud, amployment secvicss caseworkers: casework first-fine supervisors: clerical or administrative supsart sta¥f and
EDP coordinators/lizisans who are assigned o perform developmental project activities. Time i 1o be charged only to the develonmeniat project category.,

9. EDP coordinators/liaisons wha coordinate EDP aciivities for the CWD and perform specific EDP activities: e.g.. systems design. computer pragramming,
etc., on an on-going basis. . ~ .

. General Limitations

1. CWD-EDFP employees are defined as those staffl who are detzited 10 the dasa processing function on an ongoing basis with the primary function and responsibility
of performing soecific d2:a processing activities. “Primary functioa” is defined as performing EDP activities mare than 50% of an individuals irme. Time maybecharged
@ sither the M/0 or developmenial project categorias, . . .

2. CWD-nen-£0P employees are defined as those s:aff wha are assigned 1o data processing funclions on a limited Basis with the responsibility to perform specific
daws precessing developmental project activities: e.g., feasisility studies, development ar implementation of a2 SAWS moduie. Time shalt be gharged only to the
daveiopmentat project category.” . ‘ .

3. Staff must be under the supervision of a person assignad full-lime to perform data processing activities with the excerstion of those ‘Key/Da:a sniry ogerators
who are supervised by clerical or acdministrative supsort siaff. The clerical or administrative support supervisors wnhg are responsible for other
non-EDP duties are exernpt from the S0P time study reguirsments, unless assigned 1o perfarm SAWS developmantal projest activities,

4. CWD-zZDP second-line supervisors and abave who are dedizaied solely 1o SDP must prorate their allocable time basad on the time of thair stafl.

5. Clerrcal siaff who are dedicated to work solely on SDP aztivities are not required 10 complete the time study, Their allocable time must be proraied based on
the time of thoss S0P siail required 1o time study. Clerical siaff who perform other nen-£DP duties and are assigned 1o perorm SAWS.EDP devefopmental
activities ara reguired 1o iime study, .

0. Time Study Instructions -

CWE-20P sarsonnal should record tima as fallows: '

1. Maintenanrce and Op2rations — Lines A through F,

Time shouid be charged 107

a. Central Data 3ase {COB) when the data prccéssing activity Sanefils the moduie,

b, Automated Eligibility D:ermunalion — Intake |AZD-Intaxe) when the data processing activity benefits the mocule,

¢ Aulomated Zhgibility Detérmination - Continying (AZD-Continuing) when the data processing activity benelits the modula.

d. Foed Star'ps On-Line issuancarsFood Stamp Aytomarad lssuince Raporting {FSOLIS/FAIR} when data processing activity benefits the macdule,
e Actomataed Sudget Comniutations [ABC) wnen the ¢aiz srocessing activity berelits the module.

f.  Generic when the data crocessing activity i+ ~ot ida-tifiable to 3 specific SAWS module or benafits more than one SAWS rnodyla,
2. Developmnnial Projects — Lines G through L 14 Slank "~z i5 1o be used for each SAWS cavelepmantal project.}

Tirme sheuld be chargad as lollows:

b, Progmois anproved as citect-lo-program ars 1o se dentified By (he praject name, approved project number and pregram.

3. Non-SDP Atocable — Lime M

Include time spent by eligibility caseworkers, and sineir first-line supervisors, glerical or administrative sutport s:afl and EDP coordinators/liaisons
fwho meer cruena in 8.9, atove! on those activities which a-2 not related 1o ZDP, ’

4. Monzliocable — Line N

include time spent on sick leave, vacation, dock, jury duty, ete




